5 Steps to Processing Event Invitations via Email
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Step 1: Create the Email Message

Navigate to the “Marketing and Communications” functional area.

Blackbaud CRM™ Constituents + 1o Ao Al

£
o

Shortcuts
3 Add this page to shortcuts Lt Home

& Mana ge my shortcuts

Free , Ms. Barbie Danielle
Andrews (Danielle)

Constituent custom
search

=| Name or lookup ID yo | 0 Add new ~

Shortcuts
3 Add this page to

G Manage rmy

Planning and othkr tasks Appeal

o Appeal search

. = Planning calendar
strituent custom

e & Constituent density ma I add an appeal

% Appeal mailings

Recent searches
i Package search
- Search fundraisers

Search prospects Marketing efforts

Ad-hoc query search

Packages

2 Marketing efforts ¥ Creatives

Naming cpportunity

& Marketing acknowledgements £ \Export definitions

search

& Marketing plans 4l LeXters and documents
Recently accessed ¥ Source codes i Materials and expenses
on Tailgate [ ¥ Email marketing ]

M Packages

- ARTIST IN
RESIDENCE 2015

Process/Send the
Invitation

Welcome, B Danielle Free ™ | E | 9

'Home | Constituents ~ | Marketing and Communications ~ | Revenue = | Events = | Memberships = | Prospects = | Volunteers ~ | Foundations = | Fundraising = |

Customiz

UGAF | 2014



“Add a direct marketing email”.
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Search for and select the desired export definition. **This is used to populate merge fields within the email and

will determine what fields display in the downloaded output.** Click continue.
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This will eventually be the body of the email.

I Add email =8 |

Name: Name of the email (internal

Mame: - 1 1 - .
|| ASRV — Homecoming Tailgate — Fall 2014 | purposes) #*ge your naming
Description: . . .
Email message to be sent out for the 2014 Fall Homecoming convention.
Tailgate. Description: Enter a brief description

(internal purposes)

Mailing options

Subject: Subject line seen by

Subject: | Please join us for the 2014 Homecoming Tailgate | X i
- constituents when they receive the
From address: |bdag2087@uga,edu | From name: | Danielle Free | email
Reply address: |bda92087@uga.edu | Failure notification: | records@uga.edu | From address: Emaﬂ address the
S G )| K BmEE=Q | | ¥ =s email shows as being sent from
& | | | | | i | ¢ N From name: Name the email shows as
B 7 U & x' x,EEEEugvgvuzszgﬁ being sent from
Paragraph v Fontfamily * Fontsize ~ | Merge fields = Reply address: Email address that

replies should be delivered to

Failure notification: Email address
that failures will be forwarded to **enter
records@uga.edu**

At this point you'll insert your HTML code — this is what will generate the look and feel of your email (what
the constituents will see). GAIL is nat designed to build emails. You'll want to build your template in
MailChimp or have someone build the email for you. To insert your email code you will click on the “HTML”
icon then copy and paste in the code. **For more information on this please work with your IT or
communications team or contact our web group at askit@uga.edu.**

You will also need to add links to communication preference and privacy policy pages at this point. To do this

you will click on the “chain link” icon — the screen you see below will appear.
I Insert link | | Select “Special page”. Choose “Email Preferences

Page” and select the page that corresponds to
® URL: your site.**Contact askit@uga.edu if there is not a
page that meets your needs.** Click ok.

@ Special page: | Email Preferences Page |V | at
Tet todisplay: | = Repeat the same steps. Select “Special page” and
AA - Alumni Association Email Communic... Ty » o« .
o choose “Privacy Page”. Select the generic “Privacy
ASRV - GAIL Gazette Communication Pref... . : . . .
@ Help ASRV - Generic Glabal opt out - Email Co... | AF] Policy (Alumni, Dornors & Friends) option. Click

m

M CAES - Generic Email Communications Pr... F Ok'
Save the email message.
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Step 2: Create the Package

Navigate to the “Marketing and Communications” functional area.
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Click “Add an email package” and the screen below will appear.
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The screen below will appear.

N -

e =
I Add email package I

Package details

MName: ASRV — Homecoming Tailgate Package — Fall 2014
Description: Package for the Homecoming Tailgate Fall 2014.

Site: | Development and Alumni Relations | v R
Categony: | Social |v
Package code: | Package |v

Channel code: | Email |V

Costs

Additional content cost: 50,0000
Total per piece cost: 50.0000
Primary content
Message: | ASRV — Homecoming Tailgate — Fall 2014 |53I
Export definition: | Event Basic Export |}’J
9 Help Save | | Cancel
Save the package.

Step 3: Create the Event

Package details
Name: Name the package using your

naming convention. (You can use the same
name that you used for your message)

Description: Select a brief description of
the package itself

Site: Enter your site
Category: Select a category
Package code: Select “Package”

Channel code: Select “Email”

Costs
Not required but if you’d like to track costs
you can do that here.

Primary content
Message: Search for and select you

previously created email message.

Export definition: This will automatically
populate based on the email message you
enter in the field above.

Navigate to the “Events” functional area. If you haven’t already done so you’ll need to add a new event. If you
have, you'll search for and select the existing event. **If you need additional information on how to create

events please sign up for an events class at http://dar.uga.edu/gail**
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Step 4: Create the Invitation

From within th

Levent
:lockup ID

wert to multi-level
nt

figure seating layout

| team fundraising
eal

late event attendance

not show event on
nt calendar

tkinactive

figure email alerts

iformation
w event calendar

nage KPlIs

s
nt comparison
nt profile

nt revenue

e event click on the “Invitations” tab.

Lﬂ BDF - Danielle’s Test Event

Event date:  7/24/2014 Status: 100% 100% Event capacity
Site: Development and @ Active
Alumni Relatiens Lookup ID: on 50.00 s Event capacity: 0
Location: 8-10000709 Agreed expens: Will attend: 1
Room/Unit: Amount paid: Will not attend: 0
05 0%
Contact: . 0% of budget . 0% of capacity

Coordinator:

Category:

QEUSGLIGIEG Registrations | Registrants-More Details | Speakers | Expenses | Options || Invitations § Designations | Appeals Do

Coordinators (0] @ Add | [E]] More~

Coordinator Event Primary
Tasks (0) @ Add & Copyfrom | I Filters | [£]| More™
Tasks: " Include completed I Apply #F Reset
Name Owner « Date due Event

Click “Add” to create a new invitation.

Tasks_ﬁ:m:ﬁfms Registrations | Registrants-More Details | Speakers

Invitations (1

Mame

BDF - Danielle's Test Invitation

Expenses | Options Designations | App

Description

@ Add |JE] | More~
Mail date

7/2472014 test invite for the communications class on 7.24.2014.

The screen below will appear. Enter the “General” details.

Processing Options

General

General

Name: Give your invitation a name using

Mame:

your naming convention. **This will appear

Description:

as the tag on any constituent’s record that
receives the invitation**

Description: Describe the invitation.

Mail date:

Results

[ Create selel

SEleCTIon

/

—

Mail date: This is the date that you plan to
send the invitation. **This can be a future
date**

/

Ignore this section.




Click on the “Processing Options” tab.

Add an invitation *
: : Processing Options
ELIoFIM  Processing Options

How do you want to send your invitation?

Select “Send through email only”

) Send through both mail and email, accerding to each constituent's preferences.
If the constituent does not have a preference, attempt to send »

@ ; .
- Send through email only Email Package: Search for and
) Send through mail only select the email package you

created previously.

Select the package(s) for your invitation

Email package: ASR‘{I — Homecoming Tailgate Package — Fall 201|4;3 Cost: 5000 Co

Address processing: Select
Mail package o Cost: 5000 Co “General User Preference”

Name format: Select “Preferred

Select the address processing and name format options for your invitation "
Name Format

Address processing: | General User Preference |V | Include: Select “All qualifying
constituents” **This will send each
individual in the invitee list an
email invitation.**

Mame format; | Preferred Mame Format |""'r i |

Select householding options for your invitation

Include: |AII qualifying constituents |V|

Send to one person per household

Also include qualifying households which do not have any membe

Also include qualifying individuals who are not members of any household

e Help Save | | Cancel

Save the invitation.

Step 5: Process and send the Invitation

Select and click on the desired invitation name to add invitees.

Tasks/Coordinators || Registrations | Registrants-More Details | Speakers | Expenses | Options Designations | Appe:

Invitations (1) @ Add | [E]| More~
Mame Mail date Description
BOF - Danielle's Test Invitation 7/2472014 test invite for the communications class on 7.24.2014.
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The screen below will appear. Click “Add” to select your desired constituents.

sks - Event: BDF - Danielle's Test Event

Send BDF - Danielle's Test
Invitation to BDF -

/o] BDF - Danielle's Test Invitation

Danielle's Test Event
invitees

Invitation History

Invitees (1) (@ Add~ )@ Copy from | [E] | Mo

) Go to BDF - Danielle's Test

Invitation @ Constituent
Incly

-
(1] Multiple constituents

| Tatus: R

Add this page te shortcuts

Invitation sent on
7/24/2014

Trwit:
Manage my shortcuts fues

Free, Mrs. Barbie Dan...

Constituents

Choose “Constituent” if you are adding
invitees individually.

Choose “Multiple constituents” if you adding
a selection of constituents created by askit.

Constituent customn

search

When you select to add “Multiple constituents” the box below will appear. Search for and select the selection

that you had IT create for you.

Add multiple invitees

Selected constituents; |

Exclusions

9 Help |

Save

|| Cancel |

You must also process your own exclusions when you choose to add multiple constituents. Click “Exclusions”

and the screen below will appear.

Exclusions

Consider exclusions as of: 2%

Exclusions

Exclude constituents with the following solicit codes:

Solicit code
Me University Contact

] »

Do Mot Solicit
Do Not Mail

N Mat Ernail

Exclude deceased constituents

4

Exclude inactive constituents

Required Exclusions

Exclude constituents with the fellowing solicit codes:

Solicit code

e Help

/

Click “ok” to save your exclusions.

cluded from last send

Here, you will add/remove “solicit codes”
that pertain to your mailing.

For example, if this were a College of
Education email invitation the list of solicit
codes would appear like this:

No University Contact
Do Not Email
Do Not Email — COE

**You would remove the Do Not Solicit and
Do Not Mail solicit codes being as they do
not pertain to this specific mailing**




When you are satisfied that your list of invitees is complete and you are ready to send the invitation “Send” the
invitation. Click “start” when the next dialogue box appears. This is not the actual sending of the email, it is the
process that t7§s constituent records.

Tasks J - Event: BDF - Danielle's Test Event
@ Send BOF - Daniclle's Test i-j] BDF - Danielle's Test Invitation

Invitation to BDF -

Danielle's Test Event Invitation History

invitees
& Go to BDF - Danielle's Test Invitees (1) @ Add~ @ Copyfrom | [Z]| More~
Invitation
Constituent: | |P Include in next send:
Shortcuts
Status: | |V
1 Add this page to shortcuts
& e Invitee Invitation sent on Registered Decl
E Free, Mrs. Barbie Dan... 7/24/2014 @

onstituents

stituent custom
earch

w Free, Mrs. Barbie Danielle

You will be redirected to a status screen. This screen is where you will select to actually SEND the invitation.
Click the two green arrows beside the export definition name to expand more options. Click “Start Blackbaud
Internet Solutions email job” to schedule the send. Click “Download output” to download an Excel file of the
invitees.

Tasks ~ Invitee List

@ Stort process ij] BDF - Danielle’s Test Invitation
# Edit process
B sett tonti Event: BDF - Danielle's Test Event
2] Set format options
ame: BDF - Danielle's Test Invitation

j Generate WSF

- . Description: test invite for the communications class on 7.24.2014,
25 Create job schedule

#< Delete process

History | Job schedules

Shortcuts
1 Add this page to shortcuts Status: @ Completed
G Manage my shortcuts Status mesgage: Completed
. Started by: MYID'\bda92087 Server name: EA-GAILTRNAPL
onstituents
. Started: 8/8/2014 4:17:03 PM Total records processed: 1
stituent custom
Ended: 8/8/2014 4:17:53 PM Mumber of exceptions: 0
Duration: seconds Records successfully processed: 1

Export outputs (1\ [E]| More~

Export definition Coupt | Packages Quantity | Status Status dte
(%) CDAG - Direct Mail So... . BDF - Danielle's Test E... 1 A 4
T — !! Start Blackbaud Internet Solutions email job |+ View Blackbaud Internet Solutions email job status detail @ Nerge lette) |l Download output ~
arch ] I L

¥ Ad-hoc query search

L1} - -
- Search fundraisers




When the dialog box below appears you will schedule when your email is to be entered into the Blackbaud
email queue. *****IMPORTANT: Once you click start you cannot undo this process. Your email will be sent on
the date you selected as the send date.*****

Start email job

Package name Email message

BDF - Danielle's Test Email BOF - Danielle's Test Email

@ Help Start || Cancel
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